STFRANCIS COLLEGE

Contact Info for Special Events Ad Astra Room Booking Assistance
Ruben Gonzalez, Sr. Associate Dean of Students / Director of Event Management
(718) 489-5215
rgonzalez132@sfc.edu

Ad Astra Request Room(s) for an Event

Step-by-Step Procedure:

Step 1: Visit the SFC homepage (sfc.edu) and under “Student Life” select “Campus”. Once
on the “Campus” page, scroll down to “Special Events” and select “Book an Event at SFC”,
then select “Request Space”. This will direct you to Ad Astra.
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Step 2: Select “Events” from the top left corner than select “Request Event”

SL Frantls College

Y-
vert Types
B 00 wen Intarmsted I hosting i L skl sl Mvwareanmn Y
- e DO baatructinned Luad CUNYAIL Eatried Taam. Supreriod 7

COLLEGE ws o

o 10 AV
QAN - onrflam Tenting Reom 7
T rwtimn tn the 51 Frames Cobwpe waliarte, chek the bgs

How te Schedule an Event ot SFC;
for Faculty/Staff, login with your 3£€ Credentishy

o Micpast an sveni

for additional questions please contact the
for Guesty; Special Events Office;
o Oramats are required 10 abiie by the SEC Waor Policy i order 10 atvend the College for 0w 10 Paron wemnty tmall eventssfc.odu | Phone: (710) 4895271

o Npcpaest am avein

SEC's Back to Brooklyn Plan
SFC reapening plan cloanty follows expart gulilefines for figher education prossded By the Centers for Disasae Controd
and Prevention (COC) and e New York State Departrent of Health (DOM) Please continue 1 review the St Frangly
College Back to Brooklyn Plan (o ealih ol Sefety guidelines st oncampuns



Step 3: Click on the drop down menu to select which type of event form. (5
optionsavailable)

Step 4: Fill out all the required contact information.




Step 5: In “Event Info” click on “add meeting”.
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Then proceed in filling out all the required information.




Step 6: After the meeting is added, click on “Assign Rooms”

tventinfo

o= ==

Contact Us

SE framaie Colloge. OMiew uf Speint frmees

Daredt LautiL Secar o Bpentt Masagoment, faciity Rentale aivd Campis Securiy
Fmall s A
reane

Additional Information

Ewverr! Satliy Mloemistion

All of the available spaces will be shown. The circle which the red arrow is pointing to will




Step 7: Fill out any required information, which will be marked with an *, and any additional
information regarding your event in the following sections: Event Communications and
Promotion and Setup/ Logistics Information
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Step 8: Click the submit button. Once completed, the following screen will confirm the request has been processed.
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An e-mail correspondence will follow.

If you have any questions, do not hesitate to contact the office of Special Events (718)489-5271

events@sfc.edu



mailto:events@sfc.edu

